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AUDIT STAFF

REPORT OF AUDIT

This report presents the findings de- Office of Research and Reports
veloped from an audit undertaken pur-
suant to Audit Staff responsibilities
and authorities set forth in organiza-
tion regulations. Unless otherwise in-
dicated in the report, the audit in-
cluded review and appraisal of internal
controls and procedures and such
other audit processes, test checks and
verification of accounts, assets and For the period:
transactions as were considered ap- S
propriate and consistent with generally
accepted audit standards in the cir-
cumstances. Through 31 January 1963

From

The objectives of the audit were to

determine for management whether

(1) Adequate controls and pro- 25X1A%9A
cedures have been established
and are being applied effec-
tively to safeguard organiza- Deputy Chief, Audit Staff
tion resources and assure
that resources are used only
for approved and legal pur-

poses, and

Date 19 March 1963
(2) Activities are being con-
ducted economically, effi-
ciently and in conformance
with policy determinations 5
and directives. This report consists of pages.
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HEPORT OF AUDIT
Office of Research and Reports

As of 31 January 1963

INTRCOUCTION

1. The Assistant Director for Research and Reports is
charged with producing economic intelligence on the Sino-
Soviet Bloc and geographic intelligence on all areas sutside
the United States, and with coordinating intelligence in
these fields among the Federal departments and agencies. To
accomplish this mission in FY 1963, the AD was authorized a

T/0 of lllll enployees and a budget of Bighty- 25X1Ata
nine percent of mdgeted expenses were for persomal services;

the remsinder was for comtractual services, supplies, and

miscellaneous expenses. As of 31 January 1963, FY 1963 :
obligations totaled about asd there were 25X9A2

employees on duty.
SUMMARY OPF PINDINGS AND RECOMME

DATIONS

2. Procedures, imtermal controls, and records are
generally good except as discussed in this report. Most of
the recommendations suggest vays to improve efficlency rather
than to correct deficiencies. We suggest that the Adniristrative
Staff periodically imspect division support aperations to
Buggest ways to improve efficlency, elimimate duplication, and
provide for greater uniformity of operation among ORR civisions.
Specific recommendations for ORR resulting from the audit are
sumnarized below and are detailed in the following paragraphs:

2. Amend procedures to provide for continuous
follow-up action on advances immediately upon
delinquency. (Paragraph 3)

b. Establish uniform procedures to perailt daily
postings directly to the T/A reports. (Para-
graph 4)

¢. Consider the recommendations made with regard
to travel control procedurea and recorda.

AppFAEASTARR e :&gﬂ%@ﬁﬁf‘:‘"ﬁ!\-RWOSAoom00010057-1

iomareig COMUL i 1AL

5. feclassification




Approved For Release 2002’/01/%0%&@6@?@@; ngmcisVAL

-2 -

d. Imstruct divisions toc discontinue maintain-
ing unnecessary administrative records.
(Parsagraph 6)

e. Review umliquidated obligations periodically
and report necessary adjustments. (Para-~
graph 7)

f. Reduce the number of property accounts.
(Paragraph 2)

g. Comply with the recommendations made with
regard to property account 3719. {(Pars-
graph 9)

h. Record all accountadle property om CMR's.
(Paragraph 10)

DETAIL COMMENTS

Poliow-gz Procedures on Delinguent Advances Not Adequate

3. We noted that ORR approving officials do mot assign
due dates when approvisg vouchered funmds advances and that
advances are not considered delinquent until motification is
received from Piscal Division. During the audit, ORR
received about 43 delinquency notices totaling about $1&,000
which included 7 accounts totalimg $2,800 outstanding over
90 days. Immediate action wan initiated to clear the balances
and we were subsequently informed that they have been or will
be cleared shortly. We recossiend that ORR amend its procedures
to provide for follow-up action immediately upon delinguency
witbout waiting for notices from Piscal Division antt that
action be comtinued umtil accounts are cleared.

Té& Report Posting Procedures Not Uniform

4. ORR adainistrative assistants use various forms of
subsidiary records to accumulate information needed to support
entries on biweekly T/A reports. These sudsidiary records,
retained by the divisions for varying periods, are used for
no purpose other than to record attendance and overtime. The
T/A reports are posted, footed, and certified before forward-
ing to the Administrative Staff where they are checked amd
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ther forwarded to Payroil Bramch, Office of tke Comptroller.
We recommend that the Administrative Staff prescribe unifornm
procedures which would permit the daily posting of emntries

directly to the T/A reports and which would reduce the need
POXIA for subsiaiary records. [ r2c2- 3<(2)).

Travel Control Procedures Need Modif ication

S. Although TDY travel support is controlled by a
Travel Section within the ORR Administrative Staff, we noted
that division administrative assistants sre responsible for
preparing requests, typing orders, completing vouchers, and
maintaining records for domestic travel performed by employees
assigned to their division. Ve believe that this procedure
could be aimplified amd tbat duplication of records could be
avoided if the Travel Section was assigned responsibility
for preparing all travel orders amd vouchers and for maintain-
ing all ORR travel records. We recommend that operating
cfficials comsider this procedure. We also recosmend destruc-
tion of umneeded travel records at division level and that
files im the Travel Section be limited to (a) completed
vouchers which cam provide all mecessary historical data and
(b) outstanding travel orders which can be used to follow up
on ocutstanding advances.

Usnecesssry Administrative Records Maintaiped

6. We observed that some divisions saintain individual

X1B4d esonnel files and leave records for eack employee. I
| _em Map Library Division, because they are |
located outs

the Headquasrters dbuilding, are suthorized to
ssintain minimum size personnel files. We believe that with
the exceptions cited, these records caanot be Justified as
they duplicate records readily available from the Administra-
tive Staff. The Leave Balurces Statement and the IBM listings
of leave balamces should provide informstion needed to verify
the employee's persomal leave record. We recommend that the
divisions concerned be imstructed to discontinue maintaining
these records and to destroy those on hand.

Some Unliguidated Obligations Mot Valid

7. tnliquidated obligations for PY 1961 and RY 1962
imclude some which, upon examimation, were found to be elther
imvalid or of doubtful validity. e furnished a detailed
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1isting to the ORR Budget and FPiscal of ficer and recommend
that he take the sction necessary to emsure that oaly valid
obligations remain recorded. Ve also recompend that he
review unliquidated obligations periodically and report
necessary adjustaents.

 Number of Property Accounis Appears to be Exceseive

1 2. The Office of Logistics asaigned eighteen subsidiary
1 accounts (to General Ledger Accoumt 171, Property In Use -

1 Headquarters) to coatrol property charged to ORR, Account
$T19 decause of its size and because it is controlled outside
the Headquarters building should be coatimued. However, we
recommend that the twelve imactive accounts be cancelled and

1 that the five remalning accounts be cossolidated into one

i unless the inveatory discussed in paragraph 10 below discloses
| a seed for more thanm one.

CHRt Not Verified

9. The October 1962 Comsolidated Memorandus Receipt for
property account 5719 has not been returned to the Office of
Logistics. YWe recommend a physical inventory of property oa
pand and written confirmation of items issued on hand receipt
so that the CHR can be verified and returned. We also
recomeend ve-examination of the justification for property
issued locally on hand recelpt some of which has been ocutstand-
ing, withsout written confirmation, since 1956. Additiomsl
work is required te emsure that all property, whether on hand
or on loan, is correctly recorded on Materiel Record Cards.
These recommendations should be completed promptly.

Some Accoustable Property Not Recorded oa CHMR* =

10. We were informed that CMR's recording property
charged to the five active accounts were incomplete because
there was nonadmimistrative type property in use by ORR
components which was not included om the CMR, Apparently
these items were omitted from the verified CMR's because of
a misupderitanding detween ORR and Office of Logistics
persoanel. Ye recomsend that ORR personnel accomplish an
inventory of property and report to the Office of lLogistics
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all nomadministrative type property, as defimed ip the

Instructions for Headquarters Responsible Property Officers,
not recorded on current CMR's.
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